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TURNAROUND FUNCTION OPTIONS  
There are seven function options that appear at the bottom of the Turnaround screen: 

 
A = Add Payment   
U = Update 
I   = Inquiry    
F  = Food Supplement 
V  = Transportation   
E  = Enroll without Payment 
T  = Terminate Facility 
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A = Add Pmt (Add Payment for an Existing Child) 
Payment for a holiday, snow day or teacher workday and an additional payment for a 
previous month are some reasons for adding a payment.  The example that follows is an 
additional payment for a school-aged child who needs full-time care when school is closed 
due to a holiday, snow day or teacher workday. 

Adding a payment 
1. Tab to the child’s name in the Turnaround listing. 
2. Type “A” (add). 
3. Press <ENTER> and the Child Demographic Detail record will appear  

(Figure A – 2). 

                 

                 

     

 
The record displays 
child demographic 
detail information 
from the initial 
record.  Monthly 
payment rate and 
monthly parent fee 
fields are blank. 
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4. Tab to the MONTHLY PAYMENT RATE field and type the payment rate  
(without the dollar sign). 

5. Tab to the SERVICE DAYS field and type the number of days of service.  
6. Tab down to the RATE GROUP field and key the appropriate rate group. 
7. Press <ENTER> and, if there are no errors, you will be requested to press  

F10 to confirm the update or addition (Figure A – 3).  

      
 
8. Press <F10> to confirm the addition and to receive a “Successful Add” message 

(Figure A - 4). 
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Correcting errors 
If the data does not satisfy all the program edits, the cursor will move to the field with 
the incorrect entry and an error message at the bottom of the screen will display 
information related to the incorrect field entry (Figure C – 1).   

1. Correct the error (change the RATE GROUP to the correct code, R14, in this 
example).   

2. Press <ENTER> to continue.  Once all of the information is correct, the F10 
confirmation message will be displayed again (Figure C – 2).  

3. Press<F10> to confirm the correction. 

 

 
 



Subsidized Child Care Reimbursement Manual                                   
Revised October 2007   

 

Turnaround Function Options             5 
 

Pending a record 
If the errors cannot be corrected while entering the data, put the record in pending (P) 
status.  You can return to the record at any time prior to close-out.  Once close-out is 
complete, all remaining pending records are deleted. 

1. Type “P” in the CLIENT STATUS field (Figure P - 1). 
2. Press <ENTER>.   
3. Press <F10> to confirm the change in client status. 
4. Note Pending record in listing (Figure P - 2). 
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U = Update 
The Update feature is used to change information entered in the Child Demographic 
Detail, Child Payment Detail or Family Information screens.  Updates for the service 
month must be completed prior to close-out. 

Updating a record 
1. Tab to the child’s name in the Turnaround listing. 
2. Type “U” beside the name selected (Figure U – 1). 
3. Press <ENTER>.  The Child Demographic Detail record will appear  

(Figure U – 2). 
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4. For this example, change the number in the SERVICE DAYS field to “18”                       
(Figure U – 3).  

                

5. Press <ENTER> (Figure U – 4). 

                

 
Service Days:  If 
the number of 
service days is less 
than a full month, 
the system 
automatically re-
calculates the 
Service Amount, 
Parent Fee Amount 
(if applicable) and 
Payment Amount 
based upon the 
number of days. 
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6. Press <F10> to confirm and return to Turnaround listing (Figure U – 5). 
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I = Inquiry  
Inquiry is the “look-up” function.  No updates or adds can be made using this function.  
Inquiry may be used to look at current and prior month payment records from the 
Turnaround screen. 

Performing a record inquiry 
1. Tab to the child’s name in the Turnaround listing and type “I” beside the name 

selected (Figure I – 1). 

                

Children’s 
names are listed 
in alphabetical 
order on the 
Turnaround 
listing. 

2. Press <ENTER> once to see the record and again for the “Inquiry only”  
message (Figure I – 2). 
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Performing a search 
The “Search for” feature is an alternative and fast way to locate a specific name, 
facility, etc.  It avoids the need to constantly scroll down a list while working within a 
particular screen such as the Turnaround, List of Facilities or Prior Month Correction. 

1. Tab to the SEARCH FOR field and type up to the first five letters of the child’s last 
name or facility name (no asterisk is required).  In Figure S – 1, the first three 
letters are used. 

                
2. Press <ENTER> to view the search results (Figure S – 2).  
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F = Food Supp (Food Supplement) 
In some situations a $1.00 Food Supplement for the Child and Adult Care Food Program 
(CACFP) can be paid for children funded with Smart Start.  The child care payment funded 
by Smart Start will be reduced by $1.00 and supplemented with $1.00 from SCC funds.  
You can add the $1.00 Food Supplement by using F (food supplement) or U (update). 

When an F is entered, the system checks for any payments made with SCC funds.  If there 
are no SCC payments, a food supplement payment record can be added.  This reduces the 
Payment Amount by $1.00 and adds a separate payment of $1.00 from SCC funds.  

If a payment is already on the Turnaround with SCC funds, a $1.00 Food Supplement will 
not be added and the message “Child already qualifies for Food Program” will appear on 
the bottom of the screen. 

Adding by the F function  
1. Tab to the child’s name in the Turnaround listing, identified with Fund Source 15, 

and type “F” beside the name (Figure F – 1). 
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2. Press <ENTER>.  If there are no SCC food payments, the “Child Food 
Supplement add successful” message will appear (Figure F – 2). 

                                
3. If an SCC payment already exists, then the supplement will not be added and the 

message “GHB129 – child does not qualify for food supplement” will appear.  

Adding by the U function 
1. Tab to the child’s name in the Turnaround listing identified with Fund Source 15. 
2. Type “U” beside the name selected (Figure F – 3). 
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3. Press <ENTER> to display the Child Demographic Detail record (Figure F – 4). 
 

                
 

4. Tab to the Food Supplement field, in the Child Payment Detail area, and change  
the N to Y.                                                       

5. Press <ENTER> (Figure F – 5).   
 

                            
6. Press <F10> to confirm update.  Note record in Turnaround listing (Figure F – 6). 
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V = Tran (Transportation) 
A transportation payment record can be added from the Turnaround or Prior Month 
Correction screen by placing a V next to an eligible record.   It can also be added through 
the A=Add Payment function only if there is an existing child care services record in the 
Turnaround listing.  The Subsidized Child Care Reimbursement System requires the 
following guidelines to be followed when keying a transportation record. 
 
• Only one transportation record is allowed per child, per shift.  This is determined by 

the system matching the DCS ID, Purchaser ID, Facility ID, service date, fund source, 
and 1st position of the rate group (Shift). 

 
• Except for transportation-only facilities, a child must have a child care services 

payment record for that service month before transportation can be added.  If less 
than a full month’s service days are paid for transportation, the record does not roll 
over the following month to a full month’s service days the way a child’s regular 
payment record does.  The transportation record rolls over with the number of 
service days from the previous month. 

 
• If a transportation payment record still exists for a child whose child care services will 

not be paid for in the current month, the system will flag the transportation entry.  The 
flagged entry will appear under the “List of Facilities Requiring Attention” section and 
will prevent the purchaser from closing out for that month. 

 
• The system will determine which rate group to use based on the child's date of birth 

and the appropriate shift. 
 

The following transportation rates will appear according to the age of the child: 
 

R05 – under age 3 = $42 maximum 
R04 – 3 years +      = $38 maximum 
R04/05 – children with special needs (all ages) = $42 
Minimum rate for all children = $1.00 
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Adding by the V function               
1. Tab to the child’s name in the Turnaround listing and type “V” (Figure V – 1). 

                              
2. Press <ENTER> and the transportation record will appear in the listing. The 

message “GHB908 – Child Transportation Record added successful” appears 
(Figure V – 2).   

                                
 

                
 

3. Note the Child Payment Detail in the added record (Figure V – 3). 
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Adding by the A function  
1. Tab to the child’s name in the Turnaround listing and type “A”.  Press  

<ENTER> to generate the Child Payment Detail screen. 
2. Type in the required payment information.  The key fields are MONTHLY 

PAYMENT RATE, RATE GROUP and NEED CODE (Figure V – 4). 
 

                
 

3. Press< ENTER>.  Press <F10> to confirm. 
 
 
Adding by the F2 function 
When adding a transportation payment for a new child using F2 , there must be an 
existing child care services record prior to adding the transportation record.   
 
Adding by the U function 
The Update feature allows only the MONTHLY PAY RATE, SERVICE DAYS, RATE 
GROUP and CLIENT STATUS fields to be changed on the additional payment record. 
Transportation-only facilities allow updates to all fields. 
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E = Enroll W/O Pmt (Enroll Without Payment) 
Enroll without Payment is used to change all of the records in a facility to an enrollment 
without pay status (Client Status 5).    If only some records need to be changed to Client 
Status 5, you must individually update the records that need to be changed. 

Enrolling without payment 
1. Type “E” beside any name in the turnaround listing.  
2. Press <ENTER> (Figure E –1). 

                 
3. Press <F10> to confirm.  Client Status for each record is now “5” and the “GHB152 

– Successful Update” message will appear (Figure E – 2). 
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T = Term Facility (Terminate Facility) 
Term Facility is used to terminate records for a terminated facility.  Records cannot be 
updated. Using this function option changes all of the facility’s records to Client Status 4. 
 
Terminating a facility 
Be careful when using this function.  It is used only when the facility has 
terminated or if all the children will not be attending the facility the next 
month.   If this function is used in error prior to your close-out, the records 
can be updated in the current Turnaround to their correct client status.  If this 
function is used in error and you have closed out, you will not be able to 
update records for the terminated facility.  You will have to re-enter each 
record via the current Turnaround. 
                 

1. Type “T” beside any name in the Turnaround listing and press <ENTER>  
(Figure T – 1).   
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2. Client Status for each record is now “4” and there are no payment amounts.   
Press <F10> to confirm and receive the “GHB152 – Successful Update” message 
(Figure T – 2).  
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